
 

 

 

 

 

Travel Advance Claims 

 

Travel advances are payments made before a trip takes place. Travel advances will be allowed 

for travel meal expenses or foreign per diem (lodging and meals) unless an exception is granted 

for other expenses. Departments should submit the cash advance request to Accounts Payable in 

advance before the beginning of the trip. 

 

A Travel Claim should have the following information: 

 

 Employee Contact Information 

 GL Account 

 Travel Details 

 Departure and return dates and time 

 Per Diems (Meals) 

 Lodging Information (with proper documentation) 

 Mileage Information 

 Other Expenses (if applicable) 

 Signature of Claimant and Department Head with their respective dates 

This type of claims are to be entered manually as follows: 

 

 Functional Department 

 Vendor Number 

o A vendor profile should be created for the employee. 

 Date & Due Date 

o Apply date when the Department Head approved the travel. 

 Item 

o Administrative Travel 

 Description 

o “Travel to (Destination)” 

 Amount 

o Amounts are to be verified by using mathematical accuracy of all the items (Per 

Diems, Lodging, and/or Mileage). 

 G/L Account 

 Invoice Number 

o Departure date of the travel (MMDDYY) 
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Travel Claim Voucher 

 

 

 



Per Diems 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Per Diems Items 

 

 

 

 

 

 

 


